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Converting ACA file to Excel file

1. Download the file to your preferred drive (keep in mind this file contains PHI so should be saved to a
secure location).
a. Select the 1095B/C file you wish to download.

Enrollment Reports

Report Browse
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South Carcolina Public Employee Benefit Authority
Group e g0
Report Name Number Billing Date Description
o
HIS17546 @ F500001 09-06-2019 Weekly EBS Report of Member BINs
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HIS539NP m I\Eif F500001 09-01-2019 Subscriber/Dependent Roster
aE —u
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b. Select the dropdown box next to Save and click Save As.

Right - EaE3
Do you want to open or save F300001_HTB1095C_20191025.zip (305 bytes) from inswebappuat.scrs.gov? Open Save | |¥ &
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c. Select your preferred location and click Save.

[ Save As *
&« v A » ThisPC » 0QS5(C:) » SecureDrive v O Search Secure Drive yel
- Organize * Mew folder == ~ o
= [ This PC ~ MName - Date modified Type Size

- 3D Objects Mo items match your search.
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Documents
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File name: | F300001_HTB1095C_20191025.zip v

Save as type: | Compressed (zipped) Folder (*.zip) ~

A Hide Folders Cancel

2. Open the 1095B/C text file in Excel.
a. From the File menu in Excel, select Open. Then, click Browse and navigate to the location where
you saved the text file.

Open
Open ® Recent
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e :.\‘. Shared with Me

Save As
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b. Select the 1095B/C text file (.txt) and click open (if you do not see the file, you may need to
change the file option to All Files (*.*) in the dropdown above the open button).

Open *

« v A > ThisPC » 0O5(C:) » SecureDrive » F300001_HTB1095C_20191025 | & Search F500001 1_HTB1095C_20... 0
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c. The Text Import Wizard should open. Select Delimited from the original data type options and
click next.

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
—/P@ Delimited - Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field,

Start import at row: |1 = File grigin: 437 : OEM United States ~

|:| My data has headers.

Preview of file C\Secure Drive\F500001_HTB1095C_20191025\F500001_HTB1095C_20191025.bd.

1 [F500001 -y i e e Y - "
2 |
4]
v
< >

Cancel < Back Finish
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—P] other: | -]

d. Select Other from the Delimiters options and key a ~ in the space provided.

Text Import Wizard - Step 2 of 3 ? x

This screen lets you set the delimiters your data contains., You can see how your text is affected in the
preview below.

Delimiters

[+]1ab

|:| Semicolon |:| Treat consecutive delimiters as one
Dgomma

Text gualifier: | * ~
[ space

Data preview

e. Select Next and Finish. Your 1095B/C file should now be properly formatted in Excel.

3. Add header row if desired.
a. If you have not already done so, you should save a copy of the 1095B/C header files to your
preferred location. These are located online at peba.sc.gov/aca under Resources.
b. Open the 1095B/C header file in Excel (this file is in Excel format so simply open from the File
menu).
c. Right click on the header line (row one), then pick Copy.

H ©-2&- - 1005¢_headers.yls - Compatibility Mode - §
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7 Paste Special...

8 Insert

9 Delete

B Clear Contents

11

13 Format Cells...

13 Row Height...
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https://peba.sc.gov/aca

d. Return to the 1095 text file previously opened in Excel, right click on row one and pick Insert

Copied Cells.
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e. To maintain the file as an Excel spreadsheet, select File, Save As, change the Save as type to
Excel Workbook and select Save.
Save As
<« v o > ThisPC » OS(C:) > Secure Drive v |® | SearchSecure Drive
Organize New folder
_J 3D Objects ~ Name Date moedified Type Size
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Documents
- Downloads
J Music
[&=] Pictures
[E Videos
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File name: ‘ 1095 Formatted as Excel
Save as type: | Excel Workbook (*xls)
Authors:  Samme— Tags: Addatag Title:  Add a title Subject: Specify the subject
>
[15ave Thumbnail
~ Hide Folders Tools = Cancel
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